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OFFICE OF TRAINING 20 Feb 196Y

NOTICE
NO. 6-64

SUBJECT : PReporting of Employee Emergencies and Unforeseen Absences

1. The atiention of all supervisors is directed to referenced
regulation regarding reporting of employee eémergencies and unforeacen
absences. It 1s extremely important that all supervisors and enplovees
be evare of their responsibilities particularly regarding the reparting
of emplcyee emergencies or unforeseen absences immediately to the
Office of Persomnel through PO/TR. It iz importent to emphasige that
portion of the regulation requiring the employee to report unforeseen
absences within the first two hours of the work day, ard the super-
visor’s responsibility to follow-up to contact an employee who doee
not report in thiz period of time.

2. Relative to employce emergencles, it 14 enctwbent upon each
employee of OTR to be surs tbat the nane, vddress and telephone number
on hils emergeacy locator card is curreat and accurate. These carde
are yetaipned in PO/TR.

3+ Dot included in referenced regulation, but salient to the
effective administration of OIR, is an additional requirement for those
on sieck leave to report their condition to their supervisors on a
daily basis. These who will go on planned and extended sick leave
may arrange & periedie reporting procedurs, appropriate to employee’s
111lness and conditions of confinement.

k. Each School and Staff Chief should therefore circulate
referenced regulation to ell of his employees and certify (through
the weekly) to the Director of Truining when all of his employees
have read and underatand the provisions of this regulantion. New
employees and returnees to OTR will de alerted to this regulation as
they process through PO/TR.
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